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Basic Setup for a New School

When a new school begins using SIS 2000+ for the first time, there are a number of steps
that must be completed to get the school up and running. This tutorial will go through each
step and at the end of this document you will find a checklist of each item discussed in the
tutorial.

Establish Remote Access to Terminal Services

Remote Access

Your SIS Support Specialist will give you a link for logging in to the client (FoxPro) from
your PC. If you have a Mac computer, in order to log in to Terminal Services, you have two
options:

e Have a Windows PC available for using FoxPro.
e Have Windows available on your Mac.

Install Uniprint
Uniprint is the tool you will use to print reports while logged in to Terminal Services. Your
SIS Support Specialist will help you get that installed.

Apply for SSID and MovelT logins

SSID
You will need to contact the SSID department to get a login to the SSID site. This login is
important as it gives you the ability to work with the SSID numbers for your students.

MovelT

Your SIS Specialist will apply for your MovelT (secure site) login on your behalf for
SIS2000+. Typically only two people per LEA are given access to this site. The MovelT site
is where you will upload SIS files as well as other sensitive data.

To create a request, your SIS Specialist will need the following information for each user
who needs access:

e User’s name
e User’s contact information
e User’s position at the school

This request must come in an email from the director or principal at the school.

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 4
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School Editor Module

Both a school and a district office need to exist within the School Editor module in FoxPro.
USOE will create these for you, but you will need to edit the screens to make sure the data
is complete.

Editing the District Office

In FoxPro, go to System Module > School Editor Module. The following screen will display.
You will need to make sure the data entered is correct. Use the arrow in the bottom corners
to scroll to the District Office screen as well.

File Reports Date: 04/08/2011

School Name | Sani-Tooele School Code | 000 D.0. Site [~

School Year | 2010

Address |92 Lodestone VWay

Speede Express Code |3UUUU

City |T00e|e State ’F Zip |84074-
Phone | (435) 833-1900 Principal |
District | Tooele -] Building
Email | Campus Locations
URL |
School Type |District Office J Take Monthly Attendance |
Low Grade |Kindergarten J High Grade |Twe|ﬁ.h J

Promotion !
Grade |Th|rteenth

| Retain Advisors [~ Default Track Code D

Server Site | SIS2000NT1

Mﬂ Erint| Find |

J Retain Lockers [ Mew Year Init Process [

Qelete‘ Edit ‘ Add | ﬁave‘ Quit ‘ ﬂm

e Ifdata needs to be changed or added, press Edit and enter data in the appropriate
fields.
e Press Save.

Track Editor

Before you can enter any faculty or student data, you need to create a track, which is your
school year. You should have a track set up for each school year in both the District login
and the school login.

To access the Track Editor, go to System Module > Track Editor Module. The following
screen will display.

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 5
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File Reports Date: 04/12/2011

School | Sani-Stansbury High | Code A Description | A 720 10/11 Year End | 2011
‘ Calendar | Definitions
Periods Per Day W Periods Per Quarter Day ’—1
Number of Scheduling Cycles I—Z Periods Per Half Day ’—2
Terms Per Year |4 #Periods Absent =1 Full Day | 3

First Day of Schoal Year 08/23/2010 J
Last Day of School Year 05/31/2011 J

Create Future Track |

Copy from Another Track

MM Erint‘ Eind ‘ List ‘Qelete‘ Edit | Add ‘ Save Quit ‘ ﬂm

A Track is a calendar school year and forms the basis for all activity in a school’s database:
A calendar is created for a track, students are enrolled into a track, faculty members are
designated as active to teach in a specific track, and there is a master schedule for the track.

The track defines cycle days, periods, and terms for the school calendar year. In addition,
vacation days or non-attendance days are also defined. Your district and school track
calendars should match.

NOTE: Once a track is created, there is a useful order in which to proceed to get the cycles
set up. The general order is as follows:

1. Define periods, terms and cycle days.
2. Create a school day calendar with cycle days if you are going to have cycle days.

This guide will go through these steps in the order described above.

Creating a Track (School Calendar)

When you first open the Track Editor, a track will have been created for you and default
information will have been entered. You will need to edit the screen and make sure correct
data is entered.

e Code - this is the code for the track. This should default to “A”.

e Description - this is more descriptive information. Example: A 720 10/11.
The “A” is the default code, “720” represents the school code, and “10/11”
represents the school year.

e Year End - enter the year in which the school year ends. The last day of school.

e Periods Per Day - number of periods in one school day.

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 6
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Defini

Number of Scheduling Cycles - number of days it takes for the students to
complete all of their courses. This number defaults to “1”. If you only have one cycle
day, you do not have to edit this field.

Terms Per Year - this field indicates how long courses last. If they are quarter
classes, Terms per Year would be 4. If they are semester classes, Terms per Year
would be 2. If the students have the same classes and teachers for the entire year,
Terms per Year would be YE (Elementary All Year), YS (All Year - 2 Semesters), or
YT (All year - 3 Trimesters).

Periods Per Quarter Day - should not be filled out - leave blank.

Periods per Half Day - should not be filled out - leave blank.

# Periods Absent = 1 Full Day - this field indicates how many periods a student
has to miss to be considered absent for a full day absence. This is for UTREx
Clearinghouse purposes. Set this field carefully.

First Day of School Year - enter the first day of that track’s school year.

Last Day of School Year - enter the last day of that track’s school year.

Create Future Track - pressing this button will create a future track. This will copy
from the existing track.

ng Periods, Terms, and Cycle Days

Defining Periods

General Calendar

Cycle Days

‘. I“ “ Efi"t‘ Eind ‘ List ‘gelete

Edit ‘ Add ‘ Save

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 7
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Defining Terms

School | Sani-Stansbury High - | Code |A Description | A 720 09/10 Year End| 2010
Cerios Cycle Daye I
Selectable Terms Track Terms

23 23 Combination

M1 Term 1 Grades
M2 Term 2 Grades
M3 Term 3 Grades
4 Term 4 Grades
IM5 | Term 5 Grades
!ME !Term 6 Grades -

A oo aur |1 D2 |

On the Definitions > Terms tab, set the term, semester, and year codes. These need to be
setup to be able to create a master schedule. If these are not set, when someone tries to

add a course, for example a semester course, they may not have the option to choose that
course if no semester code has been added. Also, these terms will calculate school credits,

so it's important that they be accurate.

g9 Semester 1
g2 Semester 2 [
|YS All Year (2 semesters) |-

(A~ BV

Done

Add ‘ Save

Find ‘ List ‘;elete

To set the terms, highlight the term in the left-hand column and use the arrows to move the
term to the right-hand column.

Defining Cycle Days - Optional

School | Sani-Stansbury High | Code|A Description | A 720 09/10 Year End| 2010
Periods ‘ Terms
D d d
<Default= Color
2] Silver 3 =Default= Color

Done‘ Add ‘ Save

A e AL

e The number of Cycle Days that are available for defining is based on the number of
cycle days you defined on the general tab.
e Choose the color to assign to each cycle day. This is optional.

Find | List ‘}:Ieta
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Creating Events

School | Sani-Stansbury High | Code |A Description | A 720 09/10 Year End | 2010
General Definitions
August 2009 5 Cycle Days I I MNotes
S MT WT F 8
EN Add Event:
2|3|4|5]|6|7 |8 | j
9 [10 11 12|12 12 |15 oabean
16 |17 |12 |19 |20 |21 |22 garean Remave Event:
23 [22]25 |26 |27 |28 |29
30 [31 | =l
<c| < | Today | = |>>| J Validate Events ‘
Total Track School Days 180 Show List Recalc Calendar
Mﬂ print || Eind ‘ List [ Delete|| Done | Add || save [ Quit ‘ b bl

Creating Events
You will need to set up all of your calendar events for the year, including when the term

begins and ends, holidays (no school days), in-service days, etc. The Total Track School
Days must equal 180. There CANNOT be more than 180 days.

¢ Go to the Calendar tab > Events.

e Press Edit.

e Highlight the date for which you would like to add an event.

¢ Onthe Add Event drop-down, select the event you would like to add.

e Press Save. You don’t need to press Save after each entry, but rather you can press

Save when you have finished entering all the events, but before you move off of the
screen.

Term Markers

Enter your Term Begin and Term End markers. If your school uses semesters, you would
need to add two Term Begin and two Term End markers (one set for each semester). If
your school uses the quarter system, you would need four Term Begin and four Term End
markers. Make sure that when you put in a Term End marker, that the very next day has a
Term Begin marker, even if it is on a weekend. If there are days in the calendar that don’t
fall into any term, reports will not work properly on those days.

NOTE: Each beginning marker must have a matching end marker.

Deleting Events
e Go to the Calendar tab > Events.
e Press Edit.

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 9
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e Highlight the date which has the event you want to delete.

e Choose the event you would like to delete from the Remove Event drop-down.
e Press Save.

Other Options on This Screen
e Validate Events - Select this button to ensure that your entries are valid.

e Show List - Select this button to view in a list format the entries that have been
added to the calendar.

e Recalc Calendar - Select this button if you make changes to the calendar and would
like it to be recalculated.

When all changes have been made, press Save.

Creating Cycle Days - Optional - Defaults to one cycle day

School [ Sani-Stansbury High - | Code | Description | A 720 09/10 Year End | 2010
August 2009 Events I MNotes
SMT WTF S

1]

2]3]a[s]s]7]8
B EE
16 [17 [18 [19 [20 |21 [22
k2] 25 B 27 B

[™ Lock Cycle Day

[ Incr. on non-attendance days

[ Incr. on non-school days

<<| < | Today | > |>>|

Total Track School Days 180 Show List Recalc Calendar |
TS

If you've set your first and last school days on the general tab and entered all your events,
the system will automatically assign all your cycle days to your school calendar.

Find ‘ List

Delete

Done| Add | Save

Other Options on This Screen

¢ Lock Cycle Day - If the starting point for the cycle day schedule does not
correspond to the first day of school, the cycle may be changed to begin at any point
in the cycle using the Lock Cycle Days field. To do so, follow these steps:
o Select the date for the starting point.
o Select the cycle day from the drop-down list.
o Checkmark the Lock Cycle Day box.
¢ Increment on non-attendance days - If the school schedule skips a cycle day on

days when no attendance is taken, such as teacher in-service days, checkmark “Incr.
on non-attendance days”.

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 10
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¢ Increment on non-school days - If the school schedule skips a cycle day on a
holiday, checkmark “Incr. on non-school days”.

e When you have finished, press Save.

Entering Notes

General Calendar

Definitions
September 2009 Events Cycle Days
SMT WTF S
Notes

1(2]3]4]5 oetd : | B
617 la 9 0] 12 ast day to change classes.
13|14 |15 (16 |17 |18 |19
20|21 )22 |23 |24 |25 )26
27 |28 29 |30
<< <| Today [Z]>> B

Total Track School Days 180 Show List

mﬂ Print ‘ Find | List ‘ Delete

Comments may be recorded for any day of the school year. Days that have comments
recorded will be highlighted in yellow on the Notes tab. Optional

Edit ‘ Add ‘ Save

e Highlight a day for which you would like to enter notes.
e Press Edit.

e Enter the note.
e Press Save.

e Press Show List to see all the notes that have been entered.

School |Sani-Stansbury High | Code|

General .

All Notes

08/24/2009 |First day of school. - |
09/25/2009 |Last day to change c]

-]
Total Track School Days 180
I" ‘ | Print | Find | List

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 11
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Faculty Editor Module
You will need to create a faculty record for each user.

To create a faculty record, go to System Module > Faculty Module. The following screen will
display.

Edit
Password

Password

File Reports Date:12/15/2010
Last Name |hlcon First |Charlene Title
Faculty ID | 2918 Gender |Male
Address ‘ Status l Certification Permissions
ssN| -
Birth Date [01/01/1960  E-mail |Charlene Alcon@example.edu
Hire Date | URL |
MNotes | This is a temporary position that will end January 2011. B
-]

| Can Access Sensitive Data [ System Administrator

Find ‘ List |}'-,I-'-.r.e

W] -

Edit ‘ Add | Save

aue | | |

Faculty members are defined as teachers, administrators, office staff, food service workers,
counselors, and any personnel in the school who require access to the SIS 2000+ system.
The Faculty Editor is where basic demographic information, such as name, address, status,
contacts, and permissions/passwords is entered and maintained. The faculty database is an
integral part of the scheduling process. Therefore, at minimum, all teachers must be
entered into the system and be assigned to the school year track before any scheduling can

take place.

Adding a New Faculty Member

General Tab

Press Add.

Enter the Last Name, First Name, and Gender.
The system will automatically assign a Faculty ID.
Enter data in the other fields as desired.

If you want the faculty member to be able to send emails, enter that person’s E-mail

address.

© 2011 Utah State Office of Education — SIS2000+ New School Setup
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e URL - if the faculty member has a personal or UEN web site, enter the URL in this
field.

e System Administrator - place a checkmark in this box if the faculty member is a
system administrator. There are usually only one or two people who are SYSTEM
Administrators. These users have full database access to highly sensitive data.

Address Tab

| Last Name |Nc0n First |Charlene Title
Faculty ID | 2918 Gender |Male

General Status l Certification ‘ Permissions
Home Address
Line 1 |250 East 500 South [ Phone Numbers [ID |
Line 2 |
City |sLC State|  Zip Code|84111-

Unlisted |

Mailing Address
Line 1 |250 East 500 South

Line 2 |

City [sLc State|  Zip Code [84111- New ‘ Delete
wﬂ Print Edit ‘ Add | Save ‘ Quit ‘Mm

e Enter address data for the faculty member. Optional

Find ‘ List |;eler_e

Status Tab - Status Records
File Reports Date:12/15/2010

Last Name |Alcon First |Charlene Title
Faculty ID | 2918 Gender |Male

General } Address Certification l Permissions

[ Display All Faculty Status Records

I'_r { |::hr Cnsir|Cert
¥ Active AT12 09/10 <Unset= [ rE

| Active - ||Aa720 09110 || <Unset> ~FEEE T

The Status tab is where you allow a faculty member to access a school track calendar year
or you can add several school tracks to a teacher or users who need access to multiple
schools in a district. If you are a charter, most likely the users will only have access to one
track calendar year and that will be the current track calendar year.

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 13
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If you need to allow the faculty member to see other school tracks, follow these steps:

e Highlight an existing row and press Edit to see the following:

File Reports Date:12/15/2010

Last Name |Alcon First |Charlene Title |

Faculty ID | 2918 Gender |Male

General l Address Status Certification l Permissions

[ Display Al Faculty Status Records

Status | Active - Track | A 712 09/10 ~|

Entry Date | 12/08/2008 Exit Date
Evaluation Date FTE 0.00

Default login

schoal — ﬂ M % ﬂ

Job Class |<Uﬂ59t> j Supervisor Class |<Uﬂ99t> j
Teacher [ Counselor Certificated [
Site Admin [ Database Admin [

Changed By | Nylnt
Date |12/08/2008 |

Mﬂ Erint| Find | List |De|ete

e Press New.

| Add ‘ §ave‘ Quit |ﬂm

e From the Track drop-down, select the school track you would like to add to the

status.

e Enter an Entry Date. This is typically the first day of employment or when the user

needs access.
e Checkmark any appropriate choices.
e Press Save.

© 2011 Utah State Office of Education — SIS2000+ New School Setup
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Certification tab - Teacher Cactus Number

A8 SIS 2000+  Faculty Editor - Sani-Stansbu

File Reports Date: 12/15/2010

Last Name |Alcon First |Charlene Title
Faculty ID |2318 Gender |Male

General l Address ‘ Status

Certification Cert Type
Cactus Identification Certification

Find ‘ List |Qe|-‘:r_e

Edit ‘ Add ‘ Save

|
(LT [ aci | | M|

Certification data is information on a faculty member’s professional credentials - Teacher
State Cactus Number. To add the certification data for a faculty member, while on the
Certification screen, press Edit. The following will display.

@ SIS 2000+  Faculty Editor - Sani-Stansbury High Scheol [2008 / 2010] .n h lE.I'*_I$

File Reports Date: 04/12/2011

Last Name |Belcher First |Sean Title

Faculty ID | 2701 Gender | Female
General I Address ‘ Status Certification Permissions

Faculty Certification

Certification |

Certification Type |

Subject Area |

E
-]
E
Award Date | / / Expiration Date | / /
14

Certification Number |

ﬂ New | Delete

Find ‘ List ‘Qelete‘

T
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Press New which will put the screen in Edit mode. Enter data in the fields as described

below.

e Certification - from the drop-down, choose “Cactus Identification”.

e Certification Type - from the drop-down, choose “Certification”.

e Certification Number - enter the teacher’s Cactus number.

All three of these fields need to have data in them or you will get UTREx Clearinghouse

errors.

Permissions tab

Attendance Phon

eLog

<]

Attendance Rapid Entry

<]

Attendance Student History

<]

10 Day Audit Report

<]

Last Name |Alc0n First |Charlene Title
Faculty ID | 2918 Gender |Male
General l Address ‘ Status Certification Permissions
515 2000+ Application Mame il
W Attendance Class Entry [

. GrantAll |

Attendance Collection Status

<]

Daily Call Report

<l

Excessive Absence report

<l

Master absence |

ist

<l

Student Attendance Detail

<l

Teachers Summary of Attendance

<l

Revoke All

The Permissions module is where you will give permission for a user to access features in

SIS2000+ FoxPro Client. If a user will only be using SIS2000+ on the Web (such as
teachers), you don’t need to select any permissions here. This would just be office

personnel - secretary, counselors, etc. teacher permissions will be added on the SIS2Z000+

web.

NOTE: If the faculty member was granted System Administrator status on the General tab,

then that faculty member automatically has access to all SIS 2000+ FoxPro Client

applications and functions but web permissions will still need to be added on the web side

of SIS2000+. In such a case, the Permissions on this screen are not applicable.

e Checkmark each permission you would like a user to access.
o The permissions in this screen only relate to FoxPro. Permissions for SIS on
the Web are entered in Control Master when logged into the SIS website.

e Press Save.

© 2011 Utah State Office of Education — SIS2000+ New School Setup
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Student Editor Module
The Student Editor screen is where some student demographic data is input and updated.
This information includes name, student ID, SSID, gender, phone numbers, addresses,

ethnicity, race, birthdate, track, enrollment dates, exit dates, teacher/advisor, grade, and
contacts.

Go to Enrollment Module > Student Editor Module. The following screen will display.

._I__asl Name First Name Middle Name Birthdate:

| | |1

StudentD |  ssD| ——

I Expanded Search [ Soundex Search

Last First Middle Ident S3ID Birthdate School Enroll OK
| o
District Wide Search
[ or New ‘ Enroll ‘ Cancel ‘
| Re-Enroll Student

This screen will appear each time you select “Student Editor”. It allows you to find a current
student, determine whether a student record exists in the district database prior to adding
a student, re-enroll a prior student, or add a new student.

Adding a New Student
e Ifyou are adding a new student rather than looking for an existing student, type in
the student’s Last Name, First Name, Middle Name, and Birthdate.

e Ifthe studentis not in the system, you will see a message that the student is not
found, as shown below.

© 2011 Utah State Office of Education — SIS2000+ New School Setup Page 17
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r r
| last | st | Midde | ate |  School | Emroll OK|

e Tab out of the Birthdate field and place a checkmark next to “District Wide

Search or Re-Enroll Student”.

e The New button will be made available. Press the New button. The following

screen will display.
s
Stevens | |

[
[

Choose Household

AT20 0910

- Teacher/Advisor —l

e Enter data into the appropriate boxes.

© 2011 Utah State Office of Education — SIS2000+ New School Setup
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e The required fields are:
Gender

Address

Geo Code

Status

Entry Date

o Entry Code

o O O O O

e Once all the required data is entered, press Continue. The following screen will
display.

File Reports Date: 04/12/2011

Last First Middle
Name' Stevens Name|Tommy Name |F'

Student ID | 32349 SSID | SSN| - - m
Gender | Male ¥ | Nickname | Profile | Contacts

Picture

Addrezzes ] Misc. l Other l Enroliment
Track | Status | Entry Date / Code Exit Date / Code Grd | Teacher / Advisor |

AT20 0910 [Active 041272010 E1-1=t time enri

vome Pronal[ ) | | LeSeIBeneS ey [fot Fispanic -]
Type :l' Race | American Indian
I Unlisted =] [ Asian
[~ Message Only Alerts L Bla-;k
J I Pacific Islander
Birth Date | 05/10/1999 [~ White
11 Years 11 Months old ~ [

w ﬂ Eind-‘i‘n.dd| List ‘ S;atus‘ Undo ‘ Save | Quit ‘ ﬂ m

¢ Enter the Home Phone for the student, as well as Ethnicity and Race.

e When you press Save, if a future track has been created in the Track Editor, the
student will automatically be enrolled in that track as a future student, as well as
in the current track, as displayed below.
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File Reports Date: 04/12/2011

Last First Middle;
Name' Stevens N:ar:1e| Tommy Name |F
Student ID | 32349 SsiD | SSN| - - m
Gender | Male Mickname | Profile | Contacts
Addresses l Misc. l Other l Enroliment l Picture

| Track | Status =~ Entry Date / Code

Exit Date / Code Grd

Teacher / Advisor |

A T20 09110 |Active

|04112/2010 E1-15t time enr|

-]

Home Phone Legal Bindings B Ethnicity |Mot Hispanic

Type Race [ American Indian
[ Unlisted -] [ Asian
[~ Message Only Alerts | |Black

J | Pacific Islander
Birth Date |05/10/1999 I White

11 Years 11 Months old ~| L Determined by Obsenver

| 4 4 Einded‘ List ‘ Status | Edit ‘ Save | Quit | (2 ]|

e Enter data in the other tabs as needed. Some fields you should make sure and fill

out are listed below.

o Address tab - District of Residence and School of Residence.
o Misc tab - Restricted Information, if applicable and Email, if you plan

on emailing the student.

o Other tab -if “American Indian” is selected on the General tab, you will
need to select a Tribal Affiliation on the Other tab.

If Students were Imported into the System

If your student demographics were imported into your new database, you have fewer steps

to follow to get the students enrolled.

Go to Enrollment Module > Student Editor Module. The following screen will display.
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Last Name First Name Middle Name Birthdate:
|H | 11
mm/ddiyyy
Student 1D S5SID
I Expanded Search I Soundex Search
Last First Middle Ident SSID Birthdate School Enroll OK
| i
District Wide Search
or New ‘ Enroll | Select Cancel |
Re-Enroll Student

This screen will appear each time you select “Student Editor”. It allows you to find a current
student, determine whether a student record exists in the district database prior to adding

a student, re-enroll a prior student, or add a new student.

e Ifyou're enrolling a student already in the system, place a checkmark next to
“District Wide Search or Re-Enroll Student”.
e Type in the first few letters of the student’s Last Name and First Name. A list of
all matches will appear in the screen.
Last Hame First Name Middle Name Birthdate:
E | | 11
mmidiiyyy
Student ID 551D
I~ Expanded Search Students Found [ Soundex Search
Last First Middle Ident S3ID Birthdate School Enroll OK
Stacey Brittnee loane 20978 1020978 | 08151996 | Sani-Clarke M. Joh Future
Stacey R. Clayton Anne 11836 1011836 |08/25/M1992 | Sani-Tooele High |Yes
Stacey Younagji 2984 10089584 | 10181995 | Sani-Morthlake Elg Yes
Stacy Sidnee Alexander| 28023 1028028 |03/27/2003 | Sani-Stansbury Pa| Future
Stacy Tomi Sue Anne 16412 1016412 | 09/26M1997 | Sani-Grantsville El| No
Stadtman Alsieta 6970 1006970 | 04/26/1994 | Sani-Grantsville El| Yes
Stadtman Cascio Burke 22736 1022736 | 09111988 | Sani-Settlement C{ Future
Stadtman Robert (Bob) |Michael |[30855 1030855 |01/01/2003 | Sani-Settlement Ci Future
Stadtman Thomencia 14049 1014049 |03M4M997 | Sani-Grantsville JrjNo
Stadtmueller| Billie Sue May 20843 1020843 | 03M13/2000 | Sani-Copper Cany| Future
Stadtmueller| Ekia Dawn 3821 1003821 |02/25M989 | Sani-Grantsville Hi Yes
| | >
District Wide Search
v ar lev ‘ Enroll | Select Cancel ‘
Re-Enroll Student
e Select the appropriate student and press Enroll. The following screen will

display.
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Student ID | 6970

Name |Stadtman Alsieta |
Last First Middle
SN | - - Birth Date | 04/26/1994 16 Years 11 Months old
SsiD 1006970 Home Language | English e
Gender | Female ~|' LEP Student Language | English |

Address Choose Household |

Line 1 | 250 East 500 South

Line 2 |

City | SLC State |UT  Zip |84111- Geo Code | B - Grantsiille HS ~

Track | A 720 0910 | Status | Active |
Entry Date | 04/14/2010 Entry Code |E1—1st time enrolled this year j

G[adelm_ hd | TeacherfAdgisorH

Back Continue

e Itisimportant to select the correct Track, Grade and Entry Date.

e Enter a Status and an Entry Code.
e Press Continue and the following screen will display.

File Reports Date: 04/14/2011

Last First - Middle
Name! Stadtman Name| Alsieta Hame

Student ID | 6970 sep | 1006970 | @SN | - -

Gender |Female  ~| Nickname |

Picture

)
Profile Contacts

Addresses l Misc. l Other l Enrollment
Track Status Entry Date / Code Exit Date / Code Grd Teacher / Advisor |

A 108 01402 [Active 08/27/2001 E1-1sttime enr{08/27/2001 TS-Transfer w
A T20 09M10 |Active 04/14/2010 E1-1st time enr

[~ Message Only Alerts

Birth Date | 04/26/1994

16 Years 11 Months old

=
™ Unlisted =]
=
=

=]
Home Phone | (555) 000-0000 'g:gi'];'gd'”gs [Ethnicity |Not Hispanic  ~
Type |<Unset= - Race [ American Indian
[~ Asian
[ Black

[ Pacific Islander
[~ White

[~ Determined by Observer

I‘ ‘ Eind-‘&dd‘ List ‘ Sgatus| ﬂndo‘ Save

NN

e Select a Race and press Save.
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e Enter data in the other tabs as needed. Some fields you should make sure and fill
out are listed below.
o Address tab - District of Residence and School of Residence.
o Misc tab - Restricted Information, if applicable and Email, if you plan
on emailing the student.
o Other tab -if “American Indian” is selected on the General tab, you will
need to select a Tribal Affiliation on the Other tab.

Run the SSID Process (Student State Identification Number)

Each student in Utah has a unique SSID number. This number is found on the General tab of
the Student Editor screen. The SSID Helpdesk at USOE can help LEA’s with issues relating
to the SSID number.

Once all the students have been entered and enrolled in FoxPro SIS2000+, you will need to
make sure the correct SSID number is associated to each student. SIS 2000+ provides a
module where you can:

e Retrieve SSID numbers for students who are in the State system, but don’t have an
SSID number within SIS 2000+.

e Retrieve SSID numbers for students who have not yet had one created on the state
level.

e Update SSID records when a student’s demographics have been modified.

e Verify SSID numbers, which should be run before doing pre-prints.

To access this module, click on Enrollment > SSID Process.

File Reports Help Date:01/17/2012

Scheduling Attendance

Srvcs & Prgrms Health Student Fees Food Service
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Assign Couns

S350 Process

The following screen will display.

Select Schools Create Request File for S5ID System:
720 - Sani-Stansbury High Sch - | ”

" New SSID Numbers
" Update S5ID Records

" Werify S50 Numbers h
Select File Location: |

== No File Selected ==

Process Response File from SSID System:

Get Response File |
= == No File Selected ==
" Response File Error Report
" Update SIS System

Preview

| Print w/Setup Create |

NOTE: It is important to go through all four processes, in order.

Retrieve SSID Numbers
1. Highlight the school name in the left-hand side of the screen.
2. Select “Retrieve SSID Numbers”.

3. Click on the lookup icon next to “Select File Location”. The following screen
will display.
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9.

Please select path and type file number:

OutPut Path

| CASIS\SISZ2T00SIS\DATANWVOR e

QutPut File Name (enter 4 digit number)

\REQ_030_20110414_ | [ Joooo || csv

OK Cancel

Click on the three dots ... (mean browse) and browse where you would like the file
to be saved. If you'll be requesting more than one file on that day, enter a number
(like 0002) in the appropriate field, to differentiate files.

a. The file that will be created is what you will be uploading to the SSID site.
Once you've filled out the Output file screen, press Create, to have the file created.
SIS will grab all students missing an SSID number and create a csv file. This file will
begin with “REQ”, meaning it is a request file.

Log in to SSID and upload the REQ file. You may need to run the file through the
SSID Validation tool first. (If you have questions about this part of the process, you'll
need to contact the SSID Helpdesk.)

Once you've uploaded the Request file to SSID’s site, SSID will then create a
Response file. This response file will have a filename that is the same as the filename
for the request file, except it will start with “RESP” instead of “REQ”.

You will place this RESP file in a location on your local computer.

10. Go back into SIS 2000+. You will need to map the “Get Response File” lookup to that

location. Instructions for that are listed below.
a. This Response file will contain SSID numbers for the students that were
listed in your Request file.
b. Go back into the UT Audit/Uploads > SSID Process screen.
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Select Schools Create Request File for 551D System:
720 - Sani-Stansbury High Scrt « | & Retrieve SSID Numbers

™ New SSID Mumbers
™ Update SSID Records
" Verify SSID Mumbers

Select File Location:

** No File Selected =

Process Response File from _SSID System:

Get Response File
J == o File Selected ==

I 'Response File Error Report
[~ Update SIS System

Pregiew| ‘ Print wfSetup Create Quit ‘

o

Highlight your school on the left side of the screen.
d. Click on the three dots next to “Process Response File from SSID System:”
and navigate to where you saved the Response file.
. Checkmark “Update SIS System”.
f. Press Update SIS
11. You can also select “Response File Error Report”. This report will give you a list of
students who did not meet the criteria for the Request File you processed. Perhaps
they are new Kindergarten students and don’t have an SSID number yet.

New SSID Numbers

This function will get SSID numbers for students who have not yet had one created on the
state level. Make sure to run “Retrieve SSID Numbers” first, so that you don’t end up with a
student getting a new SSID number when they already have one on the state level.

Select “New SSID Numbers”.

Choose a file location.

Press Create.

Follow the same steps as when Retrieving SSID Numbers.

B W

Update SSID Records
This function is used when you’ve modified student names, birthdates, or genders. The file
will update SSID with the information.

SIS automatically flags students who have had these changes so that they can go in a
request file.

You will need to load the response file (like you did for Retrieving SSID Numbers and
getting New SSID Numbers) as this file contains a marker indicating that the SSID system
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has been updated for this student. This marker will flip a flag in SIS 2000+ so that the
student won'’t be in the next request file.

Verify SSID Numbers
This function is run before: testing preprints, October 1, December 1, and Year-End
clearinghouse files are created.

This function will verify that SSID and SIS match. It will check the name, LEA data,
birthdate, and gender.

While you are in the SSID system, you can view any errors found. You can fix the errors
manually there. No response file is created.

District Courses

Once your faculty and student data has been entered, you will need to get your course
information entered in preparation for scheduling. This is done in District Courses Module,
which is found under System Module > District Courses Module.

The first step in this process is to create and maintain a set of courses. This is done through
the District Courses module. Then the selected courses will be placed into the school’s
Master Schedule, and finally, students will be scheduled into the courses.

In the District Courses application, you are creating the default settings and definitions for
the courses that will be offered at a school and edited in the school’s Master Schedule.

Adding a New Course
e (o to the Main Menu screen > System > District Courses.
e Press Add. The following screen will display.
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‘ File Reports Date: 05/10/10
Course Code Description
| I Show Al

[ |

Subject Low Grade ¥ Can be Scheduled

l : ¥ Take Attendance
~| |Kindergarte ~

| J | L J ¥ Count Attendance

Department High Grade v Assign Grades

| j |Twe|ﬂh j ¥ Paost to History
' ™ Schedule Conflict OK

Status Grad Credits Mark Set
| Active v | 00000 @ |<Unset R
Cactus Core Code * pyMName © byNumber " byCIP CIP Code

| & _

Notes

|
W e ] o an [ 9]0

e C(reate a Course Code. This code needs to be unique. Course Codes are user-defined
and may be up to ten characters long. USOE recommends only using numbers when
creating the Course Code, as letters (5300A) cause problems when it is time to
create the preprint files for testing. It is recommended that you group codes
according to subject. In other words, you may want all math classes to have codes
that fall between 5000 and 5999 or all Language Arts classes to fall between 4000
and 4999.

o To see if a code has already been used, place a checkmark next to Show All,
which will allow all codes to be visible, rather than just the active codes.

o Press List to see a list of all codes which are currently in use.

o Ifyou see a code that you would like to use, select it from the list and make

Save

Delete‘ Qone| Add

sure the Status is set to “Active”.

e Description - create a name for the course. It is recommended that the name be the
same or very similar to the name tied to the Core Code for that course.

¢ Subject - the subject describes the general category of the course used in
conjunction with graduation requirements. It is an academic “separation” of courses.
The graduation requirements module looks at this field to determine how many
units of a subject have been completed or count towards the defined graduation
requirements. Courses with the same subject selected will be grouped together in
the tally towards meeting graduation requirements.

e Department - select the department under which the course falls. This is an
organizational “separation” of courses in a school. This is generally used for
reporting purposes. For example, when you select the report Class Rosters and filter
it by department.
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Low Grade - select the lowest grade level of students allowed into the course. This
may be left <Unset> if there is no lower limit for the course (or the lower limit is the
lowest grade level of the school).
High Grade - select the highest grade level of students allowed to take the course.
This may be left <Unset> if there is no upper limit (or the upper limit is the same as
the highest grade level of the school).
Status - typical statuses are:
o Active - taught this year and the next year.
o Future - taught next year, but not this year.
o Inactive - not taught this year or next year.
Grad Credits - enter how many credits are granted by completion of this course
towards graduation requirements.
Mark Set - select which Mark Set your GPA Level will be pulled from for GPA
calculations. You may have several Mark Sets defined, each with its own group of
GPA Levels, so you must designate which Mark Set the GPA Level you just entered is
coming from.
Can be Scheduled - whether or not this course can be scheduled automatically by
the Schedule Loader during the Next-Year Mass Scheduling Process.
Take Attendance - place a checkmark here if attendance is to be taken for this
course. This integrates with the Attendance applications.
Count Attendance - place a checkmark here if the attendance taken will be counted
for state reporting purposes.
Assign Grades - place a checkmark here if grades (marks) will be assigned to this
course.
Post to History - place a checkmark here if this course will be recorded in the
student transcripts.
Schedule Conflict OK - place a checkmark here if this course can be scheduled
without conflict restrictions in the same time period as another course. This
information is used both when individually scheduling a student and by the Student
Loader. With this checked, a student can be scheduled for “Science” and “Health” at
the same time, during the same period, on the same day, for example. If this is not
checked, you will receive conflict messages when attempting to schedule this course
concurrently with another course.
Cactus Core Code - use the drop-down to choose the appropriate Cactus Core
Code for the course. It is important to enter a Cactus Core Code for each course. If
you choose “Exclude From UTREx Clearinghouse”, make sure attendance is taken
in other periods, because this course will be excluded from UTREx Clearinghouse
count towards attendance since it won’t go to the UTREx Clearinghouse.
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o Ifyou are an elementary school, you should have “Exclude from
Clearinghouse” in all courses but homeroom. This is because only one period
per day should have attendance taken and sent to clearinghouse.

o You can do a search for the Cactus Core Code by Name, Number, or CIP
(Classification of Instructional Programming). Select which one you would
like to search by, then click the drop-down arrow to do your search.

e CIP Code - Classification of Instructional Program code using Federal Vocational
Education protocol.

¢ Notes - this is a text field that can be used to enter anything you would like to note
about the course.

Examples of Course Names:

e Here are some suggestions:
e (0100 - Attendance Classes — 1st Grade Attendance
e (0200 - Attendance Classes - 2nd Grade Attendance
e 0300 - Attendance Classes - 3rdGrade Attendance
e 0400 - Attendance Classes - 4th Grade Attendance
e 0500 - Attendance Classes — 5th Grade Attendance

e 1000’s - Fine Art Classes

1100
1101
1120
1121
1123
1140
1141
1170
1187
1200
1202
1203
1210
1220
1221
1225
1295
1300

Art Foundations 1A

Art Foundations 1B
Drawing Il (Foundations 11} A
Drawing |l (Foundations ) B
Crafts

Drawing |

Drawing I

Photography A
Foundations |

Art Foundations |

Painting |

Painting Il

Art History & Criticism
Ceramics |

Painting Il

Ceramics Il

Ute History

Photography

B
_
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1560
16210
1621
1624
1625
1626
1628
W) 1630
1631
1632

1720
1787

1788
17849
1800
1810
1811
1820
M 1523
1624
1825
1827
1828
1829
1840
1844
1845
1846
1860

Music (K-6)

Chorus | - Mixed A
Chorus | - Mixed B

Band | 6 Flute/Percussion
Band | 6 Woodwinds
Band | 6 Brass

Band | Brass bA

Band | A

Band | A 2

Band 1 A2

Chorus |
Band Il A Percussion

Band Il B Percussion
Band Il C Percussion
Theatre Foundations |
Theatre Foundations |l
Theatre Foundations I
Theatre Foundations I
Chorus Hi-Lites A
Chorus Hi-Lites B
Chorus Hi-Lites C
Chorus, Acapella A
Chorus Chorus Acapella B
Chorus Acapella C

Band Concert

Band lll Jazz A
Band lll Jazz B
Band lll Jazz C

Theatre Intro To

e 2000’s - Social Studies Classes

Social Studies Grade 1
Social Studies Grade 2
Social Studies Grade 3
Social Studies Grade 4
Social Studies Grade &
Social Studies Grade 7
Social Studies Grade 8
Social Studies BA

Social Studies 6B

Social Studies 6C

Social Studies B Modified
Social Studies C Modified
Utah Studies
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e 3000’s - Health / Science Classes

3020
3030
3040
3050
3051
30562
3060
I} 3061
3062
3080
3200
3201
3202
3225
3501
3520
3521
35211
3522
3580
3581
I} 3585
3586
3587
3600
3601
3602
3603
3605
3610
3611

3612

Science Grade 2
Science Grade 3
Science Grade 4
Science Grade 5
Science Grade 7
Science Grade 8
Science/Social Studies BA
Science/Social Studies 6B
Science/Social Studies 6C
Science 8

Science TA

Science 7B

Science 7B Cl

Earth Science B

Biology Intro to
Biology A

Biclogy B

Biology B

Biology - Modified
Anatomy & Physiology A
Anatomy & Physiology B
AP Biology A

AP Biology B

AP Biology C

Earth Systems A

Earth Systems B

Earth Systems 98

Earth Systems - Modified
Geology

Integrated Phy Science 8
Integrated Life Science 8

Integrated Science - Modified
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e 4000’s - English/Language Arts Classes

4004
4005
4010
4020
4028
4029
4030
4031
4032
4033
4034
4035
4036
4037
4038
4039
4046
4047
4049
4050
4051
4052
4053
4059
4080
I 4061

4062

4064

4065

4070

4072
4076
4077
4078
4079

English 9 Modified A =]
English 9 Modified B

Language Arts Grade 1

Language Arts Grade 2

Reading 6-8 Modified C

Reading 6-8 Modified D ]
Language Arts Grade 3

Reading Intro to

Reading A

Reading B

Reading C

Writing Workshop

Reading 6 Modified A

Reading 6 Modified B

Reading (6-8) A

Reading (B-8) B

Reading Modified A

Reading Modified B |
Language Arts Grade 4 ﬂ
Language Arts Grade 5

Language Arts Grade 7

Language Arts Grade 8

Reading 6-8 Modified D

Language Arts 7 Modified C J
Language Arts BA

Language Arts 6B

Language Arts 6C

Language Arts 6 Modified B

Language Arts 6 Modified C

Language Arts TA

Language Arts 7D

Language Arts 7C

Study Skills 94

Study Skills 9B

Study Skills 9C

Language Arts 7 Modified B
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4082
4083
4084
4085
4086
4087
4088
L) 4090
4091
4092
4093
4094
40935
4096
4100
4101
4104
4105
4704
4705
4706
4707
4720
4721
4722
W 4723
4724
4725
4726
4727
4730
4731
4732
4733
4734

4735

English 9A Advanced
English 8B Advanced
English 8B

English 8A Advanced
English 8B Advanced
English 84 Modified
English 8B Maodified
English 9A

English 98

English 94 Advanced
English 9B Advanced
English 9A Modified
English 9B Modified
English 9 Gifted
English 104

English 10B

English 11B

English 10A Advanced
Spanish 4A

Spanish 3B

Spanish 2B

Spanish 4B
German 1A
German 1B

German 2A
German 2B
German 3A
German 3B

German 44
German 4B

Latin 1A

Latin 1B

Latin 1C

Latin 2A

Latin 2B

Latin 3A
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e 5000’s - Math Classes

e 6000’s - Classes that are a little different than the core -
e This is where a lot of districts/ charters will put ATE Concurrent, or College

classes

For more help with naming courses, please contact your SIS2000+ specialist.

5002 Math A Modified -]
5003 Math B Modified
5004 Algebra AA Modified
5005 Algebra AB Modified
5006 Math 9 Modified C
5009 Math
5010 Math Grade 1

M 5020 Math Grade 2
5030 Math Grade 3 J
5040 Math Grade 4
5050 Math Grade 5
5051 Math Grade 7
5052 Math Grade 8
5060 Math 6A
5061 Math 6B
5062 Math BC
5063 Math 6 Modified B
5064 Math & Modified C _
5240 Pre-Algebra A
5241 Pre-Algebra B
5242 Pre-Algebra A Modified
5243 Pre-Algebra B Modified
5244 Pre-Algebra 9-12 A Modified

Il 5245 Pre-Algebra 9-12 B Modified
5246 Elem Algebra A Modified
5250 Algebra 1A J
5251 Algebra IB
5252 Algebra AA
5253 Algebra AB
5254 Algebra BA
5255 Algebra BB
5300 Geometry A
5301 Geometry B
5350 Algebra 1A _
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Course Selection Module

The Course Selection screen is where you decide which courses will be available in a
specific track for scheduling. To bring up the Course Selection screen, go to Scheduling
Module > Mass Scheduling module > Course Selection Module.

ﬁ SIS 2000+ Main Menu: Sani-Stansbur)r High School 09/10 L=l =
o

File Reports Help Date:04/14/2011

-

System Enroliment

s Sciemng Menu:

 Master Schedule

Food Sen = : Sani-Stansbury High School 09/

Mass Scheduling

Rapid Requests

Course Requests

B

Master Schedule

Course Selection, Career Plan Classroom Editor

Section Linking Team Definitions Mass Requests

Master Builder

bR =
(i
Loader Rules Loader Reporis

When you click on Course Selection, the following screen will appear.

File Reports Date: 04/14/2011

Trac.ki A (AT20 10/11) 7 | ¥ Roll Changes Forward to Future Tracks

Code Available Courses - Code Selected Courses Credit |SecSize [# Sec |TASizelMark Set |Lo Grd |Hi Grd |:|
00111 Art First Grade

o112 Music First Grade

00130 Science First Grade

00140 Lang. Arts First Grade ﬂ
00141 Reading First Grade

00142 Speling First Grade ﬂ
00143 Handwriting First Grade

00144 Reading Homework Firs

00150 Math First Grade

00151 Math Homework First G

00160 Social Studies First Gra

00170 PE/Health First Grade

00211 Art Second Grade < |

The left side of the screen is a list of all the courses that were created in District Courses.
The right side of the screen is a list of the courses that have been selected to be available in
the selected track.
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Notice the selected track at the top of the screen (A 720 10/11). Make sure you are on the
correct school calendar track before working in this screen.

To move courses to the right side screen, either click on the right-pointing double arrows
to move all of the available courses over (you can then move back ones you don’t want to
include) or select individual courses and click the right-pointing single arrow to move them
over. You can hold down the Ctrl key and select multiple courses at one time before moving

them.

You will notice that after you’ve moved courses to the right side screen, those courses will
still appear in the left side screen, but will be greyed out. This is to indicate that those
courses have already been selected and moved over. See screenshot below for an example.

Utal

Lang. Ars First rad

00141

Reading First Grade

00142

Spelling First Grade

00143

Handwriting First Grade

00144

Reading Homework Firs

00150

Math First Grade

00151

Math Homewark First G

001560

Social Studies First Gra

00170

PE/Health First Grade

00211

Art Second Grade

00212

Music Second Grade

00230

Science Second Grade

00240

Lang. Arts Second Gra

00241

Reading Second Grade

00242

Speling Secend Grade

00243

Handwriting Second Gr v|

File Reports Date: 04/14/2011
Track |A (A 720 10/11) j M Roll Changes Forward to Future Tracks
Coda, Luziable CourEas |A Code Selected Courses Credit |SecSize [# Sec |TASize|Mark Set |Lo Grd |Hi Grd | |
A 00111 |Ar First Grade 0000 35 0 1| Gradez_~ | 1 1
2 00112 |Music First Grade 0000 a5 i 1| Grades_~ | 1 1
Sc e 00130 |Science First Grade 0000 35 0 1| Grades_~ | 1 1

Copy Track Courses| Save | Quit ‘

e When your courses appear in the right-hand grid, they have been successfully
assigned to your track and are now available for scheduling.

e To “un-assign” a course from a track, you simply reverse the process and move the

course back to the left-side grid.

o When attempting to remove a course from a track, you will only be allowed
to remove those courses that have not yet been used in other scheduling
applications. If a course is unable to be removed, you will receive a message

and will be prevented from moving it.
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Other Options

Notice that there are several columns in the right-hand grid. The only column that you will
need to worry about is Mark Set. When the teachers set up their Grade books, they will
need to choose the same Mark Set for their courses as is assigned here. If they want to use a
different Mark Set, you will need to change it in this screen before teachers start setting up
their grade books. This needs to be determined before teachers are told to setup their
grade books.

File Reports Date:04/14/2011
I roamen B
Code Available Courses |A Code Selected Courses Credit |SecSize |# Sec |TASizefark Set |l o Grd |HiGrd |«
00111 Art First Grade 0420 Home Study 0000 50 0 1] Letter 1= | 9 12
00112 WMusic First Grade 0430 Homebound .0000 0 0 ofLetter i - | 0 1280
00130 Science First Grade 0450 Home Study .00oo 50 8 of Letter l-:l ] 12
00140 Lang. Arts First Grade j 0510 Release Time .0000 35 ) ofLetter 1 - | 9 12
00141 Reading First Grade 0512 Release Time .00oo 35 8 of Letter l-:l ] 12
00142 Spelling First Grade ﬂ 0520 Rel. to Parent .00oo 0 4 0 -=:UnsetZ| 12 12
00143 Handwriting First Grade 0521 Rel to Parent .00oo 0 16 0 -=:UnsetZ| 12 12
00144 Reading Homework Firs 0500 Teachers Aide 1.0000 35 8 of Letter l-:l 11 12
00150 Wath First Grade 05801 Teachers Aide 5000 35 16 of Letter l-:l 11 12
00151 Wath Homework First G 0802 Teachers Aide 5000 35 0 0| Letter l-:l 0 12
00180 Social Studies First Gra 0809J Library Aide 5000 35 0 0| PassiFi_~ | 0 12
00170 PE/Health First Grade 0§10 Library &V Aide 1.0000 35 8 0| PassiFi_~ | 11 12
00211 Art Second Grade ﬂ 0§20 Office Aide 1.0000 35 8 of Letter h_~ | 11 12
o212z Music Second Grade 0530 Attendance Aide 1.0000 35 8 0| Letter l-:l 11 12
00230 Science Second Grade 0540 Counselor Aide 1.0000 35 8 0| Letter l-:l 11 12
00240 Lang. Arts Second Gra ﬂ 0575 Attendance Aid 5000 3 0 o Letter I-Zl ] 12
00241 Reading Second Grade: 0820 OFFICE AIDE 5000 35 0 of Letter h_~ | 0 12
00242 Speling Secend Grade 0840 COUNSELCR AID 5000 35 0 of Letter h_~ | 0 12
00243 Handwriting Second Gr v| 1117 Art 1600 Pottery 1.0000 35 1 1| Letter I-Zl 11 12 -
Copy Track Courses Save Quit |

To edit the Mark Set, do the following:

e C(lick on the drop-down arrow under Mark Set for the specified course.
e Choose the Mark Set you would like.
e Press Save.

Master Schedule Module

The next step in the scheduling process is to assign faculty members to the available
courses. This is done in the Master Schedule screen.

To access the Master Schedule screen, go to Scheduling Module> Master Schedule Module.
The screen will display as follows:
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Master Schedule Module.

File Reports | Date: 04/14/11

Show by Cycle

Track | A 720 10/11

Term |AII “ear (2 semesters) ﬂ

Faculty | Alcon, Charlene [2918] |

o
1]
ol

Blue Silver [«]

Show by Course

Available Courses

woa| | en] b s ha] =

=
=

| O

0420 - Home Study -
0430 - Homebound
0450 - Home Study
0510 - Release Time
0512 - Release Time
0520 - Rel. to Parent
0521 - Relto Parent
0800 - Teachers Aide
0601 - Teachers Aide
0802 - Teachers Aide
0605J - Library Aide
0610 - Library AV Aide
0620 - Office Aide

<]
m ﬂ Copy Schedule ‘

Print | List | Delete

Edit

|
"o |0

Make sure the correct Calendar Year Track is selected. If you need to change the track,

press List and choose the correct track.

e To assign courses to a faculty member, make sure you are on the first tab, “Show by

Faculty”.
e Select the Faculty member on the drop-down.

¢ On the right-hand side of the screen is a list of Available Courses. Find a course the
selected teacher will be teaching and drag it to the cycle day and period on which

the teacher will be teaching.

e When the course is “dropped” into the cycle day and period you've selected, the

following screen will display:
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Course Section Setup:

Section Information
Course ection Section Size TA Size

Course Credit

1164 Digital Photo B| BE T

Faculty Marks Per Class Credit per Mark

|Alcon, Charlene [2918] ~||| AddlFac 4= 0125

Status Team

|Active j |<Unset:= j

¥ Scheduling Course? v Assign Grades? | Conflict OK? W Post To History? || Elementary?

‘|L“u'here Taught District J ‘|u"u"here Taught School |Instructi0na| Setting J
Segment Information

Term Cycle Period Classroom

All Year (2 semes | |Blue B = -1 =

v Take Attendance? [ Homeroom?l

Mﬂ undo| Save | Done ‘

There are several checkboxes that need to be mentioned.

1AL

¢ Elementary? - If this is checked, you are saying this course is an elementary course.
You would typically only do that for courses like “First Grade”, “Second Grade”, etc.
This checkbox will allow a teacher to create several subjects for the class, with a

separate grading screen in gradebook for each subject.

e Take Attendance? - If this is checked, then this course will be available in the
Attendance module on the web and teachers will be able to take attendance.

e Homeroom? - If this is checked you are saying that this class is the homeroom
class. That comes into play with assigning advisors, taking lunch counts, etc.

After you've made sure all of the fields are correct, press Save > Done. The Master
Schedule screen will then display as follows:
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File Reports Date: 04/14/11

Show by Cycle l Show by Course

Track | A 720 10/11 Course 1184 - Digital Photo, Section 1

T - Section Size=35, TA Section Size=0
e |,C\||‘r'ear (2 semesters) ﬂ SEG: Term=All Year (2 semesters), Cycle=Blue, Period=2

Faculty |Alcun, Charlene [2818] ﬂ e

-]
Blug Silver [ -] AusisbleCourses |
0540 - Counselor Aide
» 11641 Digital Photo 0675 - Attendance Aid
0820 - OFFICE AIDE
0240 - COUNSELOR AID
1117 - Art 1600 Pottery
1118 - Beg. Pottery
1119 - Adv. Pottery
1130 - 30 Design
1132 - Art 1020 Intro to Drawing
1134 - Art 1800- Digital Media
1164 - Digital Photo

l_f
4| | 3 1193 - Drawing 344 |
|4 4| cory Schedule| Erint| List ‘Qelete| Edit ‘ auit | PP

Go through and add all the courses for faculty members. If a course appears in red that
means there is more than one course scheduled at the same time. That could happen if a
teacher has a combined class.

o
@
il

LI L]

wlm|~|omlwn|elwlr]=

[y
=

Schedule Students

You are now ready to schedule students into classes. There are several methods that can be
used to accomplish this. Please refer to separate documentation for that step, as it is
beyond the scope of this document.

Control Master
Control Master is found on Web SIS2000+. Control Master is where you create groups and

assign permissions to those groups. This part of the tutorial will show you how to create
groups for teachers.

Creating Groups
Log in to Web SIS, using the login that USOE gave you. DO NOT change the cmadmin log in.
That is the login that USOE uses to log in to Web SIS for your LEA.

Once you're logged in, you'll see a screen like the one displayed below. Click on Control
Master Application.
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Control Master Application.

% 515 Applications i.Reports @Help
S>> SIS 2000+ Home
Academic Progress Assessment Attendance
- =
Change Password J—L_:_L-L Clearinghouse ?‘ Control Master

Gradebook SEOP Student Summary

Information

go W gv &

Student Utilities % Update Student Contact m Other Applications

When you click on Control Master, you'll see the following:

% SIS Applications i.Reports @Help

?‘ Control Master

g‘, Edit Users @ Edit Groups m@ Edit Other Applications
: "} Edit Settings
4

by

Client Security

’9. Delegate Permission {— Manage Client Installs “J. Manage Keys
‘ 5 1T
=

]
/
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Click on Edit Groups Application and the following screen will display.

% SIS Applications ¥ Control Master Reports @Help

Groups | <« Select a Group » -

Before you create a new group, you may want to see what groups already exist. Click on the
drop-down arrow where it says “Select a Group” to see a list of existing groups.

To create a new group, press Create New. The following will display.

Groups | « Selecta Group =~ |

Details »>» Group Details

Title:
Description:

« Reset

Enter a Title and Description for the new group and press Create. If you created a group
called “Teacher”, it would look something like the following:
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Groups | Teacher - |
Details »> Group Details
Membership
Title: Teacher
Permissions

Description: Teacher
Start Page
Default Group Faor

Force Change Password

Delete This Group

Notice the list of items that appear on the left-hand side of the screen. The most important
one is Permissions, although a description of each is listed here.

Details - clicking on this will display the title and description of the group you are working
with.

Membership - clicking on this will display a screen like the following:

Groups | Teacher - |
Details Group Membership / Contains Faculty «
Membership »> User Filter: f1 Filteri | | Show All Users
Permissions | |
Not In Group Iln Groupl
Start Page F10 (Case Hedquist) F1003 (Denae Candelas) -

Default Group For
Force Change Password

Delete This Group

F100 (Karley Leyvas)
F1000 (Majerle Nookie)
F1001 (Ramanda Pulu)
F1002 (Eliza Frossard)
F1004 (Jillian Weinstock)
F1006 (Koleen Coulombe)
F1008 (Vivi Corbaley)
F1010 (Kelcee Wymare)
F1011 (Catharine Ahleen)
F1012 (Maren Quilty)
F1014 (Jillyan Rademacher)
F1015 (Katrina McKerry)
F1016 (Ahlona Penars)
F102 (Analia Weiser)
F1020 (Kennley Hartman)
F1021 (Season Pizza)
F1022 (Lawson Shirley)
F1024 (Catia Reum)
F1029 (Neri Niemela)
F1031 (Janean Reiland)
F1034 (Kaydee Tudor)
F1035 (Jayda Hogae)
F1038 (Jaide Centeno)
F1040 (Mackinzie Qakey)

1041 (W hent, Ol

F1005 (Buder Troyner)
F1007 (Felisa Guadlupe)
F1009 (Te-Ana Delgado)
F101 (Nonnie Remington)
F1017 (Janeill Cremeens)
F1019 (Tashae Dent)
F1026 (Rhianna Jukes)
F1027 (Maicy Gramillo)
F1028 (Celestial Melgoza)
F103 (Macey Moormann)
F1030 (Meerlay Pecht)
F1032 (Ivy Jane Ahlstram)
F1033 (Mikaila Belnap)
F1036 (Arrianne Drawn)
F1037 (Marika Marticorena)
F104 (Elric Allred)

F1042 (Kashlee Schmanski)
F1044 (Terynn Michelson)
F1068 (Jennsen Maas)
F1069 (Geovanni Miltner)
F1070 (Candse Mauer)
F1072 (Cardon Valerio)
F108 (Bradee Poorman)
F1088 (Segio Dimare)

CA00 (1anins Crandslll

m

m

« Reset

You can view members of the group by pressing Show All Users. You can also filter by
typing in letters, numbers, or other unique identifiers, and then pressing Filter. You can
add members to the group by highlighting a person in the right-hand pane and pressing the
right-pointing arrow at the bottom of the screen. You can remove group members using the
same method. Scroll down to access the left-pointing arrows.
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Permissions - clicking on Permissions will display a screen like the following:

Groups | Teacher - |

Details Group Permissions
Membership All

Permissions »> Academic Progress
Start Page Assessment
Default Group For Attendance

Force Change Password Change Password
Delete This Group Clearinghouse

Control Master
Gradebook
Schedule

SEOP

Settings

Student Summary
Student Utilities

Update Student Contact
Information

5> [ Academic Progress

[T courses
[ course History
[l class Marks
[C student Marks
[Cutilities
[T student Course Request Settings

[T Graduation Requirements Editor
] Copy from school-to-school

[ class Ranking

[ marksets

[ Incomplete Grades

[T Report Card Comments

[V Reports

Cumulative GPA and Rank

Elementary Report Card

Grade Distribution

Grade Override Usage

Grades Not Finalized

Honor Roll

Low Achievement

Secondary Report Card

= Reset

m

This screen allows you to assign the permissions to the specified group. Each group is set
up differently, based on the needs of their job responsibilities, which will be determined by

the District Office or Principal. Permissions can be changed at any time.

Go through the list of permissions and assign the teachers group the appropriate

permissions and then press Save.

Starts Page - click on Start Page and the following will display.
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Groups | Teacher - |
Details Set Group Start Page
Membership All > @ None i
Permissions Academic Progress © Academic Progress -
Start Page »> Assessment Courses
Default Group For Attendance © Course History
Force Change Password Change Password © Class Marks
Delete This Group Clearinghouse ©) Student Marks

Control Master
Utilities

Gradebook ) Student Course Request Settings
SEOP _

") Graduation Requirements Editor
Student Summary

) Class Ranking

Student Utilities
Update Student Contact ) Marksets
Information

9] Incomplete Grades

") Report Card Comments

= Reset

The Start Page determines what a user will see when he first logs in to Web SIS. If “None” is
selected, the user will see a full menu of items for which he has permission. Typically,
teachers are set to see either Attendance or Gradebook.

Default Group For - click on Default Group For to see the following:

Groups | Teacher - |

Details Default Group for Hew Users Created in FoxPro
Membership “'None
Permissions ' system Administrator
Start Page _
@ Faculty
Default Group For -
O 8tudents

Force Change Password

Delete This Group C'Contacts

This screen tells the system which Web group certain types of people will default to.
Typically, for the Teacher group, you would select “Faculty”. That way, whenever you
create a new faculty member in FoxPro, that person will automatically be assigned to the
Teacher group on Web SIS.
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Force Change Password - clicking on this will display the following:

Groups | Teacher - |

Details Force Change Password

Membership [“IForce all users in this group to change their password on next login.
Permissions

Start Page

Default Group For
Force Change Password b

Delete This Group

Placing a checkmark in the box will force all users in the selected group to change their
passwords the next time they log in. That is useful if you were to assign a default password
to everyone and you wanted them to create their own unique password on first login.

Delete This Group - clicking on Delete This Group will display the following;

Groups | Teacher - |
Details Delete This Group
Membership
This group and all of its details, membership, and permissions will be permanently deleted.
Permissions Any users in this group will be removed from the group though the user accounts themselves will remain.
Start Page Only continue if you are sure you want to delete this group.
Default Group For Warning! This action cannot be undone. Delete "Teacher” Group Warning! This action cannot be undone.

Force Change Password

Delete This Group >>

This screen allows for any group to be deleted, but be aware that once you delete a group,
the action cannot be undone.

Setting up Gradebook

Once teachers have Web SIS2000+ access they can set up their Grade book. There are
several steps involved in this process. When the teachers first log in to the Web, they will
need to bring up the Grade book module. If the Start Page was set to Grade book, they will
be on the Grade book module when they login. If it was set to something else, they will need
to select the Gradebook module.
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Below is a flowchart of how to create the Gradebook Hierarchy.

Course Assigne
by the office

Define Subject
Template

Define Class

Define Task Define Task Define Task

When the Grade book module is selected, it will appear as follows:

© SIS Applications Reports @Help o oo

Class Reports

CHIP Caontact
Class Birthday List

> Define Class in Gradebook Class List
s Class Missing Scores

Class Roster

Class Summary

Class Task Summary
Class Worksheet

CTE Online Test Extract

5 Score Entry ?q] Student Scores ?-‘ Define Tasks e sV SRILICREERC eSS
P = Gradebook Usage
‘ rf Secondary Student Progress
Student Citizenship Log
- Student Missing Scores
Copy Tasks L N Change Subject Assignment L Define Subject Template Student Profile
L_ & ” L z*" Teacher Citizenship Summary
Teacher Subject Summary
Vision Screening

Academic

citizenship

Citizenship by ltem Citizenship Log =% Define Citizenship ltems

|
o

Define Citizenship
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Define Subject Template
NOTE: Elementary set up has some differences, which will be explained at the end of the

section.

1. Before you can “Define Class”, you need to create the Subject template. This
template is useful if the teacher has several classes that are the same. Then he/she
creates the template, and then copies that template into each class.

2. Click on Define Subject Template to see the following:

% SIS Applications = Gradebook Reports @Help

Subject Title:

Subject Template: * New Subject Template Definition Delete Subject Template

Sort Order: 0 Category II.|".‘|3ig|hting|:lﬁ Share this Template:D
Categories:
Delete Sort Category Title Weight Drop #to # before
Order Lowest Drop Drop
[l
[l
[l
[l
[l
Mark Set:
Mark Set: << Select a Markset == «
Comments:

Enter a Subject Title, such as the name of the class or subject.

Enter Categories. (e.g. Homework, Quizzes, Test).

Enter the Weight each category will have in the overall grade. (You will need
to checkmark “Category Weighting” for the Weight column to appear).
Choose the Mark Set and deselect any options you won’t be using. The
markset MUST match the markset that is selected in FoxPro in Scheduling >
Mass Scheduling > Course Selection.

Press Save.

When you're done, it will look something like the following:
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Subject Template: Language Arts - Delete Subject T =)

Subject Title: Language Arts

Sort Order: 0 Category Weighting:
Categories:
Delete Sort Category Title Weight Drop #to # before
Order Lowest Drop Drop
0 Homework 20 |:| |:|
0 Projects 25 1 [
0 Quizzes 20 |:| |:|
0 Tests 35 ] ]
[ ] ] O O
[ ] ] O
[ ] ] O O
[ ] ] O O
[ ] [ ] O O
Mark Set:
Mark Set: Letter Marks with +/- -
Use:
Grade: A A- B+ B B- C+ C C- D+ D D- P F I NG

Min. Percent:  98.0C 95.0C 90.0C 87.0C 85.0C 80.0C 78.0C 75.0C 70.0C 68.0C/55.00) 100/ 0.00] 0.00f 0.00

Comments:

Save] [Resst)

Define Subject Template for an Elementary Class
When a class is set to “Elementary” in the Master Schedule as shown below, the set up in
Gradebook is a little different.

osroseconDGRaDE | [ [ [ 150 [ o foooo

o Y e |
T T
i it I it

v

o] o)
1 I
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For an elementary school, rather than have multiple classes, a teacher would have one
class, like second grade, and within that class she would have multiple subjects, like Math,
Reading, Science, etc.

To create the subjects, you would go to Define Subject Template and enter the data mostly
the same as described above. The main difference would be the Category Titles. The
Category Titles that you create would be created as tabs in the Gradebook.

Here is what the Mathematics Subject Template might look like:

6 SIS Applications £ Gradebook i Reports @Help s e

Subject Template: Mathematics - Delete Subject Template]

Subject Title: Mathematics

Sort Order: 6 Category Weighting: Share this Templ ate: |
Categories:
Delete Sort Category Title Drop # to # before
Order Lowest Drop Drop
1 Number Operations ] [
2 Algebra ]
3 Geometry |:| |:|
4 Measurement |:| |:|
5 Data & Probability ] ]
6 Math Facts ] ]
- L] (]
- (] (]
- L] (]
- L] (]
- [ 1 [ ]
Mark Set:
Mark Set: Grades 3-6 v
Use: ™
Grade: A A B+ B B- ¢+ C C- D+ D D 7 PT = F I N P NG
Min. Percent:  95.0C 90.0( 37.0( 85.0( 80.0( 77.0C 75.0( 70.0( 67.0( 65.0( 60.0(/50.0¢/50.0¢/ 0.00/ 0.00 | 0.00] 0.00] 0.00] 0.00]

Comments:

And here is what the corresponding Gradebook would like for that subject:

© SIS Applications = Gradebook . Reports @Help
Track: Sani-Copper Canyon Elemen - Term: Term 3 -
Class: 1 Fourth Grade + Email Class Subject: Mathematics ~ Legend

Mumber Operations | Algebra Geometry Measurement Data & Probabili

ort Tasks By: [ EeATR
BT woate Due
-E «Paints Poss.

Math Facts Al Grades CRT Scores s

3 I1 Booton, Kristel
E% [ Cepeda, Rebecka

Notice that the tabs across the top are the Category Titles.
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You would create a Subject Template with accompanying Category Titles for each subject.
Then when you are in the Score Entry screen, you would choose the subject from the drop-
down, as shown below.

% 8IS Applications £ Gradebook I Reports @
Track: Sani-Copper Canyon Elemen - Term: Term 3 -
Class: 1 Fourth Grade » Email Class ubject: : Mathematics i
<< Select a Subject >>
Number Operations | Algebra Geometry Measurement Data & Probability Math Facts All Grades CRT Scores s Reading
Word Work
Fort Tasks By: RN E Writing

04/ 047 AN Mathematics

-E «Points Poss. Social Studies
: Science
| Booton, Kristel Fine Arts

Cepeda, Rebecka Healthy Lifestyles
Christley, Brooklyn

Derbonne, Oakle

Define Class in Gradebook

NOTE: For elementary, there is a slight difference, which is explained at the end of this
section.

e (lick on Define Class in Gradebook.
e Choose a Term and Class from the drop-down menus.

& SIS Applications = Gradebook

Track: Sani-Tooels High > Term: == Selecta Term == -
Class: | -

e Once you've selected the Term and Class, the following will display.

& SIS Applications # Gradebook .

Track: Sani-Tooele High - Term: Term 4 -
Class: F/3 AP Statistics -
Class Definition:
Class Comments:

Citizenship for Class: Citizenship -
Copy:

Copy Course: =< Choose a Class to Copy == « [ YIinclude Tasks
Copy Subject Template: << Chooze a Subject Template == -

= Cnly Subject Templates using the "Letter Marks with +/-" markset are available for selection.
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e Select a Subject Template from the drop-down. The list of subject templates you've
created will be available to choose.
e Press Save to see the following:

Kellie Heatong Legout
Tue, 04/19M11 299:45

© SIS Applications £ Gradebook Reports @Help
Track: Sani-Tooele High - Term: Term 4 -
Class: P/3 AP Statistics

Class Definition:

Class Comments:

Citizenship for Class: Citizenship -

Subject Definition:

Subject Title: AP STATS Delete Subject

Sort Order: o Category Weighting:

Subject Categories:

Delete Sort Category Title Weight Drop #to # before
Order Lowest Drop Drop
] 1 Homewaork 33 ]
= 2 Projects/Activities 17 I
= 3 Quiz 17 I
[ 4 Tests 33 ]
Bl
[l
[l
[l
Bl
Subject Markset:
Mark Set: Letter Marks with +/-
Use: M ¥ ¥ FF M M M M O O O O @ O O
Grade: A A- B+ B B- C+ = C- D+ D D- P F I NG

Min. Percent:  50.00 85.00 80.00 75.00 70.00 ©5.00 60.00 55.0070.00)|68.00/65.00) 1.00/ 0.00| 0.00 0.00

[ Save ] [ Reset ]

e Make any changes unique to this class and press Save.

To delete a subject template from a class

Go to Define Class in Gradebook.

Place a checkmark in the Delete column next to each Category Title.
Press Save.

Press Delete Subject.

Define Class for an Elementary Class

The only difference for an Elementary class is, when you choose the Subject Template, you
will choose all of the Subjects that you want tied to your elementary class. You can hold the
Control key down to select multiple subjects at once. (See screen shot below.) You can also
copy an existing class. This is helpful if you want to copy the same subjects from one term
to the next.
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Make sure to press Save when you are done.

& 8IS Applications £ Gradebook

Track: Sani-Copper Canyon Elemental » Term: Term 4 -
Class: 1 Fourth Grade -
Class Definition:
Class Comments:

Citizenship for Class: << Citizenship not used == -
Copy:

Copy Course: << Choose a Class to Copy == « YIncjude Tasks

Copy Subiect Template;2ral Language

= Only Subject Temglates using the "Grades 3-6" markset are available for selection.

Define Tasks

Reports

@Help

In the Define Tasks screen, you will create the names for the homework assignments,
quizzes, tests, projects, etc. that will be graded in the course. The screen displays as follows:

Track: Sani-Wendover High - Term: Term 1
Class: 1 TEACHER AIDE - Subject: Language Arts - Sort: Category -
Delete Category Due Title Points Don't Ignore Comment
Date Possible Drop Task
= Homewark 11/1/2009 ﬁ Chapter 1 10 0 0 4
0 Homework - 11/1/2009 FH Chapter 2 10 &= [ |
- EH = ] 4
- i = ] ]
- ] = ] ]
- ] B ] |
- ] B ] ]
e Selecta Term, Class and Subject.
e Enter a Title for each task that will be graded.
e Assign the Task to a Category by using the drop-down list.
e Enter a Due Date.
¢ Enter Points Possible.
e Press Save.
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Copy Tasks
To copy tasks from one class to another, make sure both classes have the same subject
template.

e Go to Gradebook > Copy Tasks. The following will display.

= = , ) Hannah Arrey Logout
% SIS Applications £ Gradebook Reports @Help = Sortt
SOURCE
Track: |Sani-Grand High [+l Term: |Term 1 [=]
Class: |2 BASIC ALGEBRA [=] Emailclass Subject: |Basic Algebra [=]
Cateogry Date Title Points Possible Don'i Drop  lgnore
Homework  09/04/2009  Chapter 1, pp 10-11 20
Homework  09/11/2008  Chapter 2, pp 20-21 20
Homework — 09/18/2008  Chapter 3, pp 30-31 20
Homework  09/22/2009  Chapter 4, pp 40-41 20
Homework  10/02/2009  Review - Chapters 1-4 20
Quizzes 09/15/2008  Quiz- Chapters 1and 2 20
Quizzes 09/26/2009  Quiz- Chapters 3 and 4 20
Tests 10/07/2008  Test- Chapters 1-4 100
DESTINATION
Term: Term 1[+]
Class Track Term
4 BASIC ALGEBRA  Sani-Grand High 1

Select the Source (the place you want to copy FROM).
Select the tasks you want to copy.

Select the Destination, (the place you want to copy TO).
Press Save.

Change Subject Assignment

This screen allows you to reassign the subject and/or category assigned to a task. To access
this screen, go to Gradebook > Change Subject Assignment. The screen displays as shown
below.

Track: Sani-Wendover High - Term: Term 1 -
Class: 1 TEACHER AIDE - Sort: Subject/Category
Subject Category Due Title Points
Date Possible
Language Arts + Homework - 11/01/09 Chapter 1 10

Language Arts ~ Homewaork 11/01/09 Chapter 2 10

Use the drop-down lists to change the Subject or Category for an existing Title (task).

Now when you select Score Entry in the Gradebook module, you will see the students
assigned to your class, as well as the tasks you've created. It might look something like the
following:
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PR Kellie Heatonq
- I |
@ SIS Applications = Gradebook Reports @Help Wed, 0472011
Track: Sani-Tooele High - Term: Term 4 -
Class: P/3 AP Statistics ~ Email Class Subject: AP STATS ~ Legend

port Tasks By: Chapter 1 Chapter 2 Guiz Project1 Chapter 3 Test1  «Task Title
04/05 0412 0415 0430 05i01 05/05  «Date Dus

108 wE 2T 50 % 10 &2 100 £ «Points Poss.

) copenhauer, Bristchae

Craw, Natasia

F Dregin, Kayleni

ney, Denae

Nekipelora, Mekade

] Wellentine, Micheala

Prepare Information for Parental Web Access

If you would like parents to be able to access their student’s Student Summary, you will
need to give them access to Web SIS.

To do this, go into Control Master and create a group called something like “Contacts”.
You'll need to assign the appropriate permissions. Typical permissions are listed below.

e Academic Progress
o Reports
* Elementary Report Card
= Secondary Report Card
= Student Transcript
e Attendance
o Reports
= Student Attendance
= Student Attendance Detail
e Change Password
o Allow Password Reset
o User Can View Own Profile
» View Mailing Address
»= View Home Address
= User Can Update Own Profile
e User Can Update E-mail Address
o User Can Change a Student’s Password
o User Can Change Own Password
e (Gradebook
o Reports
= Elementary Student Progress
= Secondary Student Progress
= Student Citizenship Log
= Student Missing Scores
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=  Student Profile

e Settings

©)
@)

View students for whom the user is a contact
Contacts Can Self-Register User Accounts

e Student Summary

©)

O O O O

(@]

Allow E-Mail Subscription

View Student Summary during the summer
Email Student

Email Teachers

Show Faculty URL

Show Assessment Scores

Show Lunch Bal for Contact’s students

e Update Student Contact Information

®)
@)
@)

Contacts Can Edit Name
Contacts Can Edit Health Alerts
Contacts Can Edit Preferred First Name

Be aware that when you checkmark a group, like “Attendance”, all the checkboxes in that
group are automatically checked. You'll want to uncheck permissions that are not
appropriate for a contact and only leave permissions checked that you want the contacts to

have

Basic Steps Checklist

Use the checklist shown below to track what items you have completed. The items should
be completed in order.

On each PC that will use SIS (FoxPro version):
o Establish Remote Access to Terminal Services

@)

Install Uniprint

Apply for SSID System login and MovelT login
School Editor - set up school and district office
Track Editor
o General track information
o Create Calendar - each term starts the day after the prior term ends

@)
@)

“# periods absent = 1 full day” - set this field carefully
Include term codes that will be used in scheduling

Faculty Editor - add all faculty

Student Editor - add all students

Run SSID process - Enrollment > SSID Process

District Courses - Found under System > District Courses
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o Elementary only Scheduling > Mass Scheduling > Course Selection: use
“Exclude from Clearinghouse” Cactus Core Code for classes other than the
one homeroom

Course Selection - Found under Scheduling > Mass Scheduling > Course Selection
(move district courses into track)

Master Schedule - assign Classes to Teachers. Found under Scheduling > Master
Schedule

Schedule Students

o Assign Students (Student Schedule Assignment) - choose students by class

o Assign Students (Student Schedule Editor) - choose classes for individual
student

o Loader (needs requests, rules)

o Set up groups and permissions in Control Master
o Teachers set up gradebook
o Prepare information for parent web access

HINTS

1. Make sure SSID numbers are obtained properly and kept updated at minimum on a
Monthly basis

2. Ensure that your school calendar and terms are setup correctly before scheduling
ANY students

3. Use Scheduling > "Change History” screen to diagnose Clearinghouse errors

4. Ensure that Markset in teachers’ “Subject Template” matches Markset in the Course
Selection Editor - or teachers will not be able to “Define Class”

5. Never schedule one student as a regular student and as a TA in the same class

6. Run the Clearinghouse Edit program often - not just when the files are due

7. Become familiar with all available documentation
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